
Position #: ____________________ 
Division:  ____________________ 

Class:  ____________________ 
RFR Received:  ____________________ 

PL:  ___________________x___________ 

Request for Referral (RFR) Checklist 
 
 Review current PDQ, evaluate accordingly 

 Compare RFR with PDQ, discuss relevant anomalies with appointing authority 

  Check Minimum Qualifications (check against MQs in class descriptions) 

  Verify Necessary Special Qualifications (must be approved 1st on PDQ) 

  Verify Job Duties 

 Research prior job analyses for position (or class) 

 Research prior job announcements for the position (or class) 

 Prepare/Update job analysis 

 Set up a meeting with the supervisor:        x    

 Meet with supervisor to: 

  Obtain criticality ratings 

  Identify key competencies (for testing) 

  Discuss announcement & testing plan 

 Write/finalize job announcement 

 Send announcement to supervisor to approve 

 Post Announcement 

  State Website (Lotus) – Open Competitive and Statewide Promotion/Transfers only 

  Jobing.com (if applicable) – Open Competitive only 

  HR Staff – all recruitment types 

  PL List (subject line: announcement type, division, position #, class title) – all recruitment types 

  CBO List (subject line: CDPHE Job Announcement) – Open Competitive only 

 Identify applicable testing stage 

  1st Stage Test      Test Code:  Weight:  

  2nd Stage Test      Test Code:  Weight:  

  3rd Stage Test      Test Code:  Weight:  

 Identify testing panel (at least 3 SMEs) 

  1.         Ext. 

  2.         Ext. 

  3.         Ext. 

 Set testing date(s) ____/____/____  1st Stage ____/____/____  2nd Stage ____/____/____  3rd Stage 

  Confirm dates/times  with Panel 

  Schedule room(s)      &       (if applicable) 

  Write on HR calendar 

 Write/Prepare the exam 

 Send exam questions out to supervisor for approval, as appropriate ADS Registration #: 

 Order test booklets & materials for State exams (at least 10 days notice)  

 Close announcement (State website, Jobing.com)  

 Review applications  

 Send rejected applications for 2nd review  

 Send out rejects & 1st Stage accepts  

 Brief/Prepare exam panel Referral Made:  ________________

 Conduct exam(s)  

 Score exams  

 Print ADS screen 260 & R303 (sometimes they don’t match)  
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